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ABSENTEEISM 
T-1 
BNA's job absence & turnover report--lst quarter 1984. Bulletin to management 
(Bureau of National Affairs), p. 4-6, June 7, 1984. 
Descriptors: *Absenteeism rates / *Labor turnover rates. 


T-2 
Block, Howard and Richard Mittenthal. 
Arbitrators issue primer on problems of handling discipline for absenteeism. 
Government employee relations report, 22:1169-1179, June 11, 1984. 
Paper delivered at National Academy of Arbitrators annual meeting, May 24, 
1984. 
Descriptors: *Absenteeism / *Discipline / *Arbitration. 


T-3 
Olson, Darrell and Ruth Bangs. 
No-fault attendance control: a real world application. Personnel administrator, 
29:53-56, June 1984. 
Descriptors: *Absenteeism control--Case studies / *Tardiness--Control / 
*Sick leave--Administration. 


CAREER PLANNING 
T=) 
Thomas, Ruth G. and Charles R. Bruning. 
Cognitive dissonance as a mechanism in vocational decision processes. Journal of 
vocational behavior, 24:264-278, June 1984. 
Descriptors: “Career planning--Research / *Occupational choice--Research / 
Goals--Research / College students. 





CAREER STAFFING 
T-5 
Devlin, Thomas and Ilene Kanoff. 
The world of microcomputer technology. Journal of college placement, 44:30-36, 
Summer 1984. 
Descriptors: *Recruitment--Methods / *Placement--Methods / *Computer-assisted 
counseling / Microcomputers / College graduates. 





1-6 
Koen, Clifford M., Jr. 
Application forms: keep them easy and legal. Personnel journal, 63:26+, May 
1984. 
Descriptors: *Forms (Personnel)--Evaluation / *Application blanks-- 
Evaluation. 


T-T 
Matheny, Philip R. 
How to hire a winner. Supervisory management, 29:12-15, May 1984. 
Descriptors: *Selection. 


7-8 
Miller, J. W. 
Up on the wall: posting salaried openings. Business horizons, 27:69-75, 
May-June 1984. 
Descriptors: *Recruitment--Administration--Evaluation / *Job posting-- 
Evaluation / *Advertising--Recruitment. 





CAREER STAFFING (Cont'd) 
T-9 
Townsend, Patrick L. 
A practical guide to hiring a retired military officer. Personnel administrator, 


29:67-68+, June 1984. 


Descriptors: *Retirees, Military--Selection / *Military officers-- 
Characteristics / Second careers. 





CHANGE, ORGANIZATIONAL 


7-10 Id22 .M6las 
Miller, Lawrence M. 
American spirit: visions of a new corporate culture. New York, Morrow, 1984. 


188 p. 


Descriptors: "Change, Organizational / *Organizations--Climate / "Management 
methods / Executives--Abilities. 





T-11 
Selsky, John W. and Joseph E. McCann. 


Social triage: an emergent response to hyperturbulence. World Future Society 
bulletin, 18:1-9, May-June 1984. 


Descriptors: “Change, Organizational--Theory. 


CIVIL SERVICE, FOREIGN 


7-12 Icl166 .Au7Ala 1982-83 
Australia. Public Service Board. 


Annual report 1982-83. Canberra, Australian Government Publishing Service, 1983. 
183 p. 


Descriptors: *Australia--Civil service / Civil service--Statistics. 





T-13 Icl166 .Au7c 1984 
Australia. Public Service Board. 
Compendium of Australian public service information. Canberra, 1984. 20 p. 


Descriptors: *Australia--Civil service / "Government employees--Statistics / 
*Government employees-—-Pay. 


7-14 Tel24 .H5S4h 
The higher civil service in Europe and Canada: lessons for the United States, 
edited by Bruce L. Smith. Washington, Brookings Institution, 1984. 108 p. 
Descriptors: *Political executives--Comparative studies / *Civil service-- 
Comparative studies / *Senior executive service--Comparative studies / Great 
Britain / Canada / Germany (West) / France / Federal government. 


COLLEGE GRADUATES 
T-15 
Richards, Ellen W. 
Undergraduate preparation and early career outcomes: a study of recent college 
graduates. Journal of vocational behavior, 24:279-304, June 1984. 
Descriptors: “College graduates--Employment--Research / *Underemployment-- 
Research / *Career planning--Research. 





COMMUNICATION 
7-16 
Booth-Butterfield, Melanie. 
She hears...he hears: what they hear and why. Personnel journal, 63:36-37+, 
May 1984. 
Descriptors: *Listening / *Communication. 








COMMUNICATION (Cont'd) 
T-17T 
Brewer, James D. 
How to have effective meetings. Supervision, 46:6-8, June 1984. 
Descriptors: *Meetings--Administration / *Commnication / *Executives-- 
Responsibilities. 





7-18 
Dulek, Ronald. 
Making personal letters personal. Supervisory management, 29:37-42, May 1984. 
Descriptors: *Letter-writing / *Communication / Executives--Responsibilities. 


7-19 Ie552 .F18g 
Falcione, Raymond L. 
The guide to better communication in government service. lenview, Ill., Scott, 
Foresman, 1984. 132 p. 
Descriptors: *Comminication in personnel management / *Communication in 
management / Federal government. 


7-20 
Foegen, J. H. 
Is there life after 5? Business horizons, 27:33-36, May-June 1984. 
Descriptors: “Communication / *Family (Sociological unit) / *Children of 
working parents. 


7-21 
Hannaford, Peter. 
Why off the cuff is off the mark. Nation's business, 72:28+, May 1984. 
Descriptors: *Public speaking / *Speeches, addresses, etc. / *Commnication. 


7-22 
Leebov, Wendy. 
Problems, plans, and sharing: a format for productive meetings. Supervisory 
management, 29:35-37, June 1984. 
Descriptors: *Staff meetings--Administration / *Meetings / *Communication / 
Organizational behavior. 


7-23 
Stiegler, C. B. 
Negotiating your worth. Secretary, 44:9-12, May 1984. 
Descriptors: *Commnication techniques / *Commnication in personnel 
management / *Secretaries--Responsibilities / Negotiation / Secretaries-- 
Evaluation / Secretaries--Pay. 


COMPENSATION 
T-24 
Bacas, Harry. 
Measuring the value of work. Nation's business, 72:30+, June 1984. 
Descriptors: *Pay rates--Administration / *Women--Pay / *Women-- 
Discrimination / Pay rates--Cases. 





7-25 
Bonfield, Phyllis K. 
Office salaries 1984. Management world, 13:16-17, June 1984. 
Descriptors: *Office workers--Pay / *Pay surveys / *Fringe benefits--Surveys. 





COMPENSATION (Cont'd) 
7-26 
Brennan, E. James. 
Secretaries...who earns what? and why? Secretary, 44:3+, May 1984. 


Descriptors: *“Secretaries--Pay / *Pay surveys / *Secretaries-- 
Characteristics. 





7-27 Ie52 .B9lw 
Burgess, Leonard R. 
Wage and salary administration: pay and benefits. Columbus, Ohio, Merrill, 
1984. 434 p. 
Descriptors: *Pay administration--Textbooks / *Job evaluation--Textbooks / 
*Job evaluation--—Methods. 


7-28 Ie52 .D28w 
Davidson, William L. 
Wage and salary administration in a changing economy. Chicago, Dartnell, 1984. 
293 p- (loose-leaf) 
Not available for interlibrary loan. 
Descriptors: “Pay administration--Handbooks, manuals, etc. / *Compensation 
administration--Handbooks, manuals, etc. 


7-29 
Holby, Frank S. 
How to avoid the comparable worth trap. Personnel administrator, 29:20+, June 
1984. 
Descriptors: *Pay rates / *Women--Discrimination / *Compensation 
administration. 


7-30 

Kaplan, Joel. 
Comparable worth: a review of court action to date. Labor-management relations 
service newsletter (U.S. Conference of Mayors), 15:2-3, April-May 1984. 


Descriptors: “Pay rates--Cases / State government / Local government / 
Municipal government. 


7-31 
Montague, Bill. 
"Pay equity’: showdown at Gender Gap. Federal times, 20:12-13+, June 11, 1984. 
Descriptors: *Pay rates / *Job evaluation / *Women--Discrimination / Federal 
government. 


7-32 1le52.9 .R29r 
A report on salary and incentive planning for 1984, prepared by William M. Mercer, 
Inc. New York, 1984. 1 v. 
Descriptors: “Pay increases--Statistics / *Pay surveys. 


7-33 
Tane, Lance D. and Michael E. Treacy. 
Benefits that bend with employes' needs. Nation's business, 72:80-82, April 
1984. 
Descriptors: “Fringe benefits / “Cafeteria compensation / Job satisfaction. 


7-34 
Taplin, Polly T. 
Investment choices in profit-sharing and thrift plans. Employee benefit plan 
review, p. 6-7+, May 1984. 
Descriptors: *Profit-sharing / “Fringe benefits / *Investments / Surveys. 





COMPENSATION (Cont'd) 
7-35 
U.S. President, 1981- (Ronald Reagan). 
Federal civilian and military pay increases. Executive Order 12477. May 23, 
1984. Adjustments of certain rates of pay. Weekly compilation of Presidential 
documents, 20:758-759, May 28, 1984; Federal register 49:22041-22052, May 25, 
1984. 
Schedules are omitted from Weekly Compilation of Presidential Documents. 
Descriptors: *Pay increases--Executive orders / *Executives--Pay--Executive 
orders / Foreign service officers--Pay / Military personnel--Pay / Federal 
government. 








CREATIVE THINKING 
7-36 
Leo, Mario. 
Avoiding the pitfalls of managementhink. Business horizons, 27:44-47, May-June 
1984. 
Descriptors: “Creative thinking / *Thought and thinking / *Executives-- 
Training. 





7-37 
Rice, Berkeley. 
Imagination to go. Psychology today, 18:48-52+, May 1984. 
Descriptors: “Creative thinking / *Executives--Training--Cases studies / 
*Problem solving--Group method / Brainstorming / Innovation. 


ELECTRONIC DATA PROCESSING PERSONNEL 


7-38 1d201.2 .CT1lc 1984 
1984 computer salary survey and career planning guide, prepared by Source Edp. 
Mountain View, Calif., Source Edp, 1984. 32 p. 
Descriptors: *Electronic data processing personnel--Pay / *Electronic data 
processing personnel--Career opportunities / *Pay surveys / Career planning. 





EMPLOYEE CONDUCT 
T-39 
Cohen, Cynthia F. and Joyce P. Vincelette. 
Notice, remedy, and employer liability for sexual harassment. Labor law journal, 
35:301-307, May 1984. 
Descriptors: *Harassment--Cases / *Sexual ethics--Cases / *Employers' 


liability--Cases / U.S. Equal Employment Opportunity Commission--Rules and 
practice. 





7-40 
Romance in the workplace: corporate rules for the game of love. Business week, 
p- 70-71, June 18, 1984. 


Descriptors: “Sexual ethics / *Employee rules / *Personnel policies / Married 
women--—Personnel policies. 


EMPLOYEE HEsLTH AND MEDICAL CARE 

T=-41 

American Occupational Medical Association. Council on Education. 
Recommended library for occupational physicians. Journal of occupational 
medicine, 26:461-464, June 1984. 


Descriptors: “Health, Employee--Bibliography /. *Occupational diseases-- 
Bibliography. 








EMPLOYEE HEALTH AND MEDICAL CARE (Cont'd) 
7-42 1e568 .B39m 
Behling, Orlando. 
Managing work-related stress, by Orlando Behling and Arthur L. Darrow. Chicago, 
Science Research Associates, 1984. 33 p. 
Descriptors: “Stress, Psychological / “Health, Employee. 





T-43 
Holmes, Peter A. 
Competition comes to medical care. Nation's business, 72:18-20+, April 1984. 


Descriptors: "Medical care--Costs / *Insurance, Health--Costs / *Insurance, 
Health--Administration--Evaluation. 


7-44 
Madonia, Joseph F. 
Managerial responses to alcohol and drug abuse among employees. Personnel 
administrator, 29:134-135+, June 1984. 
Descriptors: *Alcoholic employees--Counseling--Research / *Drug abusers-- 
Counseling--Research / Alcoholic employees--Personnel policies--Research / 
Drug abusers--Personnel policies--Research. 


7-45 
Marbury, Marian C. and others. 
Work and pregnancy. Journal of occupational medicine, 26:415-421, June 1984. 


Descriptors: *Health, Employee--Research / *Pregnancy / *Women--Employment-- 
Research / Children of working parents. 


7-46 
Parasuraman, Saroj and Joseph A. Alutto. 
Sources and outcomes of stress in organizational settings: toward the develop- 
ment of a structural model. Academy of Management journal, 27:330-350, June 
1984. 
Descriptors: “Stress, Psychological--Research / *Role perception--Research / 
*Organizations--Climate / Quality of working life. 


7-47 Te558 .Unl17o 1982 
U.S. Bureau of Labor Statistics. 
Occupational injuries and illnesses in the United States by industry, 1982. 
Washington, U.S. Govt. Print. Off., 1984. 52 p. (Bulletin 2196) 
Descriptors: “Health, Employee--Statistics / *Accidents--Statistics. 


7-8 
Ward, Stewart R. 
Making VDT's easier on eyes. Nation's business, 72:73, April 1984. 


Descriptors: *Health, Employee / Electronic data processing personnel / 
Working conditions. 


EMPLOYEES' COMPENSATION 
7-49 
English, Carey W. 
Cutting costs, abuses in disability insurance. U.S. news & world report, 
96:80-81, May 28, 1984. 
Descriptors: *Employees' compensation--Costs / "Disability benefits--Costs / 
Insurance, Disability--Costs. 








EQUAL OPPORTUNITY IN EMPLOYMENT 
7-50 
Atherton, Alfred L., Jr. 
Is the foreign service representative? State (U.S. Department of State 
newsletter), p. 12-13+, May 1984. 
Descriptors: *Affirmative action / *Women foreign service officers-- 
Statistics / *Foreign service officers--Recruitment / Federal government. 





T-51 
Goerth, Charles R. 
Ulane case highlights issues in sex discrimination lawsuits. Occupational health 
& safety, p. 54-55, May 1984. 
Descriptors: *Sex discrimination--Cases / *Removal--Cases / *Women-- 
Discrimination--Cases / Airplane pilots. 


7-52 Ie152 .Un38p 
U.S. Congress. House. Committee on Government Operations. 
Pay equity: EEOC's handling of sex-based wage discrimination complaints. 
Washington, U.S. Govt. Print. Off., 1984. 12p. (H. rept. 98-796) 
Descriptors: *Women--Discrimination--Cases / *Pay rates--Cases / *U.S. Equal 
Employment Opportunity Commission--Administration--Evaluation. 


7-53 
Wines, William A. 
EEOC conciliation efforts in the case of the Willmar Eight. Labor law journal, 
35:308-318, May 1984. 
Descriptors: *Women--Discrimination--Case studies / *Discrimination appeals-- 
Case studies / Bank workers / U.S. Equal Employment Opportunity Commission-- 
Administration--Evaluation. 


ETHICS 
7-54 Ie478 .AL2c 
Alexander-Smith, Robin. 
Conflicts of interest: multiple representations. Washington, American Bar Asso- 
ciation Center for Professional Responsibility, 1983. 30 p. 
Descriptors: “Legal ethics / "Conflict of interest. 


EXECUTIVES 

7-55 

In-house judges may be on their way out. Business week, p. 158+, June 11, 1984. 
Descriptors: *Administrative law judges--Utilization / Federal government / 
State government. 


7-56 
Stevens, George E. 
Attitudes toward blacks in management are changing. Personnel administrator, 
29:163-164+, June 1984. 
Descriptors: *Afro-American executives--Attitudes toward / College students-- 
Attitudes. 


T=5T Iall.9 .V26p No. P-1245 
Vance Bibliographies. 
Women in American state and local government: a bibliographic survey, by Alva W. 
Stewart. Monticello, Ill., 1983. 14 p. (Public administration series no. 
P-1245 ) 
Descriptors: “Women political executives--Bibliography / *Women legislators-- 
Bibliography / State government / Local government / Municipal government. 





EXECUTIVES--ABILITIES AND CHARACTERISTICS 
Agor, Weston H. 
Intuitive management: integrating left and right brain management skills. 
Englewood Cliffs, N.J., Prentice-Hall, 1984. 143 p. 
Descriptors: *Executives--Abilities / "Cognition / “Leadership style / 
Decision-making--Methods / Extrasensory perception. 





7-59 
Eason, Henry. 
How the press can help tell your firm's story. Nation's business, 72:26-27, 
May 1984. 
Descriptors: *Executives--Abilities / *Commnication in management / *Public 
relations. 


7-60 

Fredrickson, James W. and Terence R. Mitchell. 
Strategic decision processes: comprehensiveness and performance in an industry 
with an unstable environment. Academy of Management journal, 27:399-423, June 
1984. 


Descriptors: *Executives--Abilities / *Decision-making--Research / *Corporate 
planning--Research. 


7-61 
Mandt, Edward. 
Managing by the Bard. Across the Board, 21:57-60+, June 1984. 


Descriptors: *Executives--Characteristics--Case studies / *Leadership style-- 
Case studies / Management methods. 


7-62 
Slatter, Stuart St. P. 
The impact of crisis on managerial behavior. Business horizons, 27:65-78, 
May-June 1984. 
Descriptors: *Executives--Abilities / "Stress, Psychological / *Executives-- 
Mental health / Organizations--Climate / Leadership style. 


7-63 Id33 .St9s 
Stuart-Kotze, Robin. 
Success guide to managerial achievement, by Robin Stuart-Kotze and Rick Roskin. 
Reston, Va., Reston Publishing, 1983. 192 p. 
Descriptors: *Executives--Abilities / *Executive effectiveness / *Leadership 
style Success in employment / Personality / Decision-making / Personal 
development. 


EXECUTIVES-—COMPENSATION 

T-6h 

Ellig, Bruce R. 
Incentive plans: over the long term. Compensation review, 16:39-54, Second 
quarter 1984. 


Descriptors: *Executives--Fringe benefits / "Stock options / "Stock purchase 
plans Financial incentives. 





7-65 
Hoff, Ross H. 
Salaries of mnicipal officials 1984. Baseline data report, 16:1-27, March 1984. 
Descriptors: “City managers--Pay / *Mayors--Pay / *Executives--Pay-- 
Statistics / Municipal government. 





EXECUTIVES--COMPENSATION (Cont'd) 
7-66 . 
Seligman, Daniel. 
Believe it or not, top-executive pay may make sense. Fortune, 109:57-58+, 
June 11, 1984. 
Descriptors: "Executive compensation--Evaluation / *Executives--Fringe 
benefits / *Stock options. 





EXECUTIVES--EVALUATION 
T-67 
Knight, Patrick A. 
Heroism versus competence: competing explanations for the effects of experi- 
menting and consistent management. Organizational behavior and human 
performance, 33:307-322, June 1984. 
Descriptors: *Executives--Evaluation--Research / *Executives--Characteristics 
--Research / Policy formulation--Research / College students--Attitudes. 





EXECUTIVES--HEALTH AND MEDICAL CARE 
7-68 
Davidson, Me. J. and C. Le Cooper. 
Occupational stress in female managers: a comparative study. Journal of 
management studies (Gt. Brit.), 21:185-205, April 1984. 
Descriptors: *Stress, Psychological-~-Research / *Women executives-- 
Characteristics / *Executives--Health--Research / Job satisfaction research / 
United Kingdom. 





7-69 Iel24 .M26h 
Maddi, Salvatore R. 


The hardy executive: health under stress, by Salvatore R. Maddi and Suzanne C. 
Kobasa. Homewood, Ill., Dow Jones-Irwin, 1984. 131 p. 
Descriptors: *Executives--Mental health--Research / *Stress, Psychological-- 
Research / *Executives--Characteristics--Research / Personality. 


EXECUTIVES-~RESPONSIBILITIES 
T-70 
Borner, E. Bruce. 


What every manager should know about computers. Supervisory management, 
29:16-23, May 1984. 
Descriptors: *Executives--Responsibilities / *Computers. 





T-71 
Douglass, Donna N. 


For women: how to get where you want to go. Supervisory management, 29:30-36, 
May 1984. 


Descriptors: *Women executives--Responsibilities / *Women executives-- 
Attitudes. 


T-T2 
Edwards, Alan. 


Just down or out? Helping troubled employees. Supervisory management, 29:10-12, 
June 1984. 


Descriptors: *Executives--Responsibilities / *Employee counseling-- 
Administration / *Health, Employee. 


T-7T3 
McEwan, Bruce. 
Mediating between disputing employees. Supervisory management, 29:2-5, May 1984. 
Descriptors: *Executives--Responsibilities / *Conflict resolution. 





EXECUTIVES--SELECTION AND TESTS 
7-74 
Nelson-Horchler, Joani. 
Does handwrising tell all? Industry week, 221:96-97+, May 28, 1984. 


Descriptors: *Executives--Selection--Methods / *Graphology / Executives-- 
Characteristics / Personality. 





EXECUTIVES-—-TRAINING 

1-75 

Burnett, Robert S. and James A. Waters. 
The action profile: a practical aid to career development and succession 
planning. Business horizons, 27:15-21, May-June 1984. 


Descriptors: *Management development / *Executives--Training / *Executive 
succession / Mentors. 





1-76 
Clawson, James G. and Kathy E. Kram. 
Managing cross-gender mentoring. Business horizons, 27:22-32, May-June 1984. 


Descriptors: *Mentors / “Coaching / "Women executives--Training / Employee 
development. 


T-TT 
Davies, Julia and Mark Easterby-Smith. 
Learning and developing from managerial work experiences. Journal of management 
studies (Gt. Brit.), 21:169-183, April 1984. 
Descriptors: “Management development--Research. 


7-78 
Nelton, Sharon. 
Molding managers for the tests of tomorrow: profound changes are resulting in a 
reshaping of business education. Nation's business, 72:30-31+, April 1984. 
Descriptors: “Management development / “Business education--Evaluation / 


*Executives--Education. 


GROUP RELATIONS 
T-T9 
Tjosvold, Dean. 
Making conflict productive. Personnel administrator, 29:121-122+, June 1984. 


Descriptors: "Conflict, Organizational / *Conflict resolution--Methods / 
*Problem solving--Methods. 





7-80 
Vredenburgh, Donald J. and John G. Maurer. 


A process framework of organizational politics. Human relations, 37:47-65, 
January 1984. 


Descriptors: *Group dynamics / *Organizational behavior. 


7-81 
Miller, William C. 


The value of nonsupervisory feedback in coaching sessions. Supervisory manage- 
ment, 29:2-8, June 1984. 


Descriptors: “Group dynamics / "Feedback (Psychology) / *Organizational 
behavior. 





HEALTH PERSONNEL 
7-52 Te438 .HT4St2s 
Statistics on hospital personnel: from the American Hospital Association's 1980 
annual survey of hospitals. Washington, U.S. Public Health Service, 1983. lv. 
(ODAM report no. 5-83) 
Descriptors: “Hospital workers--Statistics / *Hospital workers--Tables / 
*Hospital administrators--Statistics / Health personnel--Employment-- 
Statistics / Surveys. ay * 





HUMAN RELATIONS 
7-83 Id72.9 .C82h 
Costley, Dan L. 
Human relations in organizations, by Dan L. Costley and Ralph Todd. 2d ed. 
St. Paul, West, 1983. 567 p. 
Descriptors: *Organizational behavior--Textbooks / *Personnel administration 
--Textbooks / Communication / Motivaton / Leadership / Executives--Abilities. 





INCENTIVE AWARDS AND PROGRAMS 
7-84 Ie613.2 .N2la 1983 
National Association of Suggestion Systems. 
Annual statistical report/1983. Chicago, 1984. 68 p. 
Descriptors: “Suggestion systems--Statistics / "Suggestion systems-- 
Comparative studies. 





INSURANCE, HEALTH 
7-85 
Brown, Gordon F. 
What are HMOs and what do they offer? Retirement life, 60:24-26, June 1984. 
Descriptors: *Health maintenance organizations. 





7-86 
Cheifetz, David I. and Jeffrey C. Salloway. 
Patterns of mental health services provided by HMOs. American psychologist, 
39:495-502, May 1984. 
Descriptors: “Health maintenance organizations--Research / *Mental health 
services--Research. 


INTERVIEWING 
7-87 
Dalessio, Anthony and Andrew S. Imada. 
Relationships between interview selection decisions and perceptions of applicant 
similarity to an ideal employee and self: a field study. Human relations, 
37:67-80, January 1984. 
Descriptors: *Interviewing--Psychological aspects / *Interviewers-- 
Characteristics / *Decision-making--Research / Interviewers--Training. 





INVESTIGATIONS 
7-88 
The boom in digging into a job applicant's past. Business week, p. 68E+, June 11, 
1984. 
Descriptors: *Investigations / *Reference checks / Lie detectors and 
detection. 





JOB ANALYSIS 
7-89 
Jones, Mark A. 
Job descriptions made easy: a step-by-step guide to writing clear, effective 
and usable job descriptions. Personnel journal, 63:31-34, May 1984. 
Descriptors: “Job descriptions / “Forms (Personnel). 








JOB SATISFACTION 
T-90 
Krau, Edgar. 
Commitment to work in immigrants: its functions and peculiarities. Journal of 
vocational behavior, 24:329-339, June 198k. 
Descriptors: *Job satisfaction--Comparative studies / *Aliens--Employment-- 
Research / *Quality of working life--Research. 





T-91 
Mount, Michael K. 
Managerial career stage and facets of job satisfaction. Journal of vocational 
behavior, 24:340-354, June 1984. 
Descriptors: “Job satisfaction research / “Career planning--Research / 
*Career patterns--Research / Executives--Attitudes--Research. 


7-92 

Richards, Ellen W. 
Early employment situations and work role satisfaction among recent college 
graduates. Journal of vocational behavior, 24:305-318, June 1984. 


Descriptors: *Job satisfaction research / *College graduates--Employment-- 
Research / *Underemployment--Research. 


T-93 
Seers, Anson and George G. Graen. 
The dual attachment concept: a longitudinal investigation of the combination of 
task characteristics and leader-member exchange. Organizational behavior and 
human performance, 33:283-306, June 1984. 
Descriptors: “Job satisfaction research / Federal government. 


7-94 

Stumpf, Stephen A. and Karen Hartman. 
Individual exploration to organizational commitment or withdrawal. Academy of 
Management journal, 27:308-329, June 1984. 


Descriptors: *Job satisfaction research / *Organizational commitment-- 
Research / *Labor turnover--Research / College graduates. 


JOB SEARCH 
T-95 Ie135 .B4Sr 
Berkey, Rachel L. 
Resumes for paralegals and other people with legal training. New York, Arco, 
1983. 115 p. 
Descriptors: “Job search / *Resumes / “Legal assistants--Career 
opportunities. 


7-96 
De Sesa-Smith, Denise and Edith G. Parnum. 
Job-search workshops: a developmental approach. Journal of college placement, 
44:60-67, Summer 1984. 
Descriptors: “Job search / “Career planning / “Vocational counseling / 
College graduates. 


T-97 Iel35 .T8h4a 
Turbak, Gary. 
Action-getting resumes for today's jobs. New York, Arco, 1983. 166 p. 
Descriptors: ‘*Resumes. 





LABOR-MANAGEMENT RELATIONS 
7-98 KF3424 .Arlap 
Arbitration in practice, edited by Arnold M. Zack. Ithaca, ILR Press, New York 
State School of Industrial and Labor Relations, Cornell University, 1984. 253 p. 
Descriptors: “Arbitration / *Arbitrators--Responsibilities. 





T-99 
Blevins, Ronald L. 
Maximizing company rights under the contract. Personnel administrator, 29:75+, 
June 1984. 
Descriptors: *Labor-management relations / *Supervisors--Responsibilities / 
Collective labor agreements. 


7-100 
The future of American unionism. Annals of the American Academy of Political and 
Social Science, 473:11-189, May 1984. 

Contents: Trade unionism from Roosevelt to Reagan, by Jack Barbash; The 
future demographics of American unionism, by Markley Roberts; Collective bar- 
gaining: the next twenty years, by Doris B. McLaughlin and Douglas A. Fraser; 
Labor and politics in the 1980s, by Charles M. Rehms; The future of American 
unionism: a comparative perspective, by Everett M. Kassalow; The changing of 
the guard: the new American labor leader, by Arthur R. Schwartz and Michele M. 
Hoyman; Labor-management cooperation in American commnities: what's in it for 
the unions? by Joel Cutcher-Gershenfeld; Work place democracy and quality of work 
life: problems and prospects, by Hy Kornbluh; Union organizing: new challenges 
and prospects, by Alan Kistler; Changing concepts of worker rights in the work 
place, by Theodore J. St. Antoine; The changing work place, by Sar A. Levitan and 
Clifford M. Johnson; Employee ownership and the future of unions, by William F. 
Whyte and Joseph R. Blasi; New directions for American unionism, by Rudy Oswald; 
Trade unions and productivity: some new evidence on an old issue, by Richard B. 
Freeman and James Le Medoff; A look ahead at public employee unionism, by James 
Le Stern; Will the new industrial relations last? Implications for the American 
labor movement, by Thomas A. Kochan and Michael J. Piore. 

Descriptors: “Unions / *Labor-management relations / Unions--Officers / Union 

organizing / Quality of working life / Employee rights / Productivity / 

Futures (of society). 


LABOR TURNOVER 
7-101 
Sherwood, Andrew. 
How to resign effectively. Supervisory management, 29:22-24, June 1984. 
Descriptors: *Resignation / *Labor turnover. 





LEADERSHIP 
7-102 
Orton, Ann. 
Leadership: new thoughts on an old problem. Training, 21:28+, June 1984. 


Descriptors: “Leadership style / *Problem solving / *Executives--Training / 
Decision-making. 


MANAGEMENT 

7-103 

Glassman, Robert B. 
A sociobiological examination of management theory Z. Human relations, 
37: 367-392, May 1984. 


Descriptors: “*“Management--Research / *Organizational structure--Research / 
*Management theory--Research. 





MANAGEMENT (Cont'd) 
ao 
Jain, Hem C. 
Casting a new light on Japanese management. Management world, 13:8-11, June 
1984. 
Descriptors: “Management methods / “Japan / Work values / Job security. 


7-105 
Networking. Futurist, 18:9-23+, June 1984. 
Contents: Networking: a way to manage our changing world, by Noel McInnis; 
Networks in a global society, by Virginia H. Hine; Networking by computer, by 
C. Jackson Grayson, Jr.; The Tao of networking, by Noel McInnis; Sharing our- 
selves: a basis for lifelong learning, by Sam Quick, Robert Flashman and Arlene 
Gibeau. 


Descriptors: “Information networks / "Network analysis (Planning) / 
*Organizational structure / Personnel administration / Leadership style. 


7-106 
Rothwell, William J. 
How to conduct a real performance audit. Training, 21:45+, June 1984. 


Descriptors: *Management audit / “Organizational analysis / *Personnel 
administration--Evaluation. 


T-107 
Schwenk, Charles R. 
Devil's advocacy in managerial decision-making. Journal of management studies 
(Gt. Brit.), 21:153-168, April 1984. 
Descriptors: *Decision-making--Group method--Research / Executives-- 
Responsibilities--Research. 


7-108 
U.S. President, 1981- (Ronald Reagan). 
Management reform in the Federal government. Executive Order 12479. May 24, 


1984. Weekly compilation of Presidential documents, 20:763-764, May 28, 1984. 
Descriptors: *Management improvement--Executive orders / Federal government. 


MOTIVATION 
T-109 
Caruth, Don and Robert M. Noe. 
Motivate! Management world, 13:14-15, June 1984. 
Descriptors: *Motivation. 


7-110 Ie543 .M69m 
Mitchell, Terence R. 
Motivation and performance. Chicago, Science Research Associates, 1984. 46 p. 
Descriptors: *Motivation / *Motivation theory. 


OCCUPATIONS AND OCCUPATIONAL CHOICE 
T-111 
Nardone, Tom. 
The job outlook in brief. Occupational outlook quarterly, 28:2-25, Spring 1984. 
Descriptors: *Career opportunities / *Occupations / Futures (of society). 





OLDER WORKER 
7-112 
Morrison, Malcolm H. 
Retirement and human resource planning for the aging work force. Personnel 
administrator, 29:151-152+, June 1984. 
Descriptors: *Older worker--Personnel policies / *Older worker--Workforce 
planning / *Retirement planning / Demographic characteristics--Economic 





aspects. 





ORGANIZATIONS 
7-113 
Ford, Jeffrey D. and W. Harvey Hegarty. 
Decision makers' beliefs about the causes and effects of structure: an explora- 
tory study. Academy of Management journal, 27:271-291, June 1984. 
Descriptors: “Organizational structure--Research / *Decision-making-- 
Research / Executives--Abilities / Master of business administration degree 
recipients. 





7-114 
Fry, Louis W. and John W. Slocum. 
Technology, structure, and workgroup effectiveness: a test of a contingency 
model. Academy of Management journal, 27:221-246, June 1984. 
Descriptors: *Organizational effectiveness--Research / *Man-machine systems-- 
Research / Law enforcement personnel. 


T-115 
Manz, Charles C. and Henry P. Sims, Jr. 
Searching for the “unleader": organizational member views on leading self- 
managed groups. Human relations, 37:409-424, May i984. 
Descriptors: *Organizational behavior--Research / *Teamwork--Case studies / 
*Leadership--Research / Role perception--Research / Group dynamics. 


PARTICIPATIVE MANAGEMENT 
7-116 
Dewar, Don. 
Making sure quality circles don't violate the NLRA. Quality circle digest, 
4:38-41, June 1984. 
NLRA = National Labor Relations Act. 
Descriptors: *Quality circles / *Unions--Law and legislation. 





7-117 
Hall, Charles. 
A staff meeting by any other name. Supervisory management, 29:31-34, June 1984. 
Descriptors: “Quality circles / *Staff meetings / Participative management / 
Supervisors--Responsibilities. 


7-118 
Interview with Bob O'Connor of Citizens Fidelity Bank. Quality circle digest, 
4:7-1, June 1984. 
Descriptors: *Quality circles--Case studies / *Bank workers. 


7-119 
Mroczkowski, Tomasz. 
Quality circles, fine--what next? Personnel administrator, 29:173-174+, June 


1984. 


Descriptors: “Quality circles / *Quality circles--Administration / 
Participative management. 


7-120 
O'Donnell, Merle and Robert J. O'Donnell. 
Quality circles--the latest fad or a real winner? Business horizons, 27:48-52, 
May-June 1984. 
Descriptors: *Quality circles--Evaluation / *Organizational effectiveness / 
*Participative management / Surveys. 





PARTICIPATIVE MANAGEMENT (Cont'd) 
7-121 
Parcells, Richard A. 
The Flying Tapers: Baylock's unsung heroes. Quality circle digest, 4:21-26, 
June 1984. 
Descriptors: “Quality circles--Case studies / Automotive industry workers. 





7-122 
Tate, Bob. 
Teaching quality improvement. Quality circle digest, 4:27-30, June 198k. 
Continued from "Achieving quality improvement," Quality Circle Digest, 
4:90-94, May 1984. 
Descriptors: “Participative management / *Quality control. 





7-123 
Thompson, Glenda J. 
Quality circles vs employee blues. Quality circle digest, 4:33-37, June 1984. 
Descriptors: “Quality circles / Productivity improvement / Labor-management 
relations. 


PERFORMANCE EVALUATION 
7-124 
DeNisi, Angelo S., Thomas P. Cafferty and Bruce M. Meglino. 
A cognitive view of the performance appraisal process: a model and research 
cs Organizational behavior and human performance, 33:360-396, June 
1984. 
Descriptors: “Performance evaluation--Research / Models and modelmaking. 





7-125 
Sears, David L. 
Situational performance appraisals. Supervisory management, 29:6-10, May 1984. 
Descriptors: *Performance evaluation. 


PERSONNEL ADMINISTRATION 
7-126 Id76 .L96r 
Luce, Sally R. 
Retrenchment and beyond: the acid test of human resource management. Ottawa, 
Conference Board of Canada, 1983. 75 p. (Study 76) 
Descriptors: “Personnel administration / *Reduction in force-- 
Administration / *Cost reduction--—Methods. 





7-127 
Marlow, Ruth. 
Cuts make Federal job info harder to find. Federal times, 20:5, June 4, 1984. 
Descriptors: “Field offices / "U.S. Office of Personnel Management-- 
Administration / Federal government. 


7-128 
Ortman, John K. 
Human resources 1984: the state of the profession. Personnel administrator, 
29:35-38+, June 1984. 
Descriptors: *Personnel administration / *Personnel directors--Attitudes / 
Futures (of society) / Personnel directors--Responsibilities / Personnel 
departments. 





PERSONNEL DEPARTMENTS 
T-129 
Haigley, Cheryl. 
Professionalism in personnel. Personnel administrator, 29:103-104+, June 1984. 
Descriptors: *Personnel officers--Certification. 





7-130 
Hooper, John A. 
A strategy for increasing the human resource department's effectiveness. 
Personnel administrator, 29:141+, June 1984. 
Descriptors: *Personnel departments--Administration--Evaluation / *Audits, 
Internal / *Personnel administration--Evaluation. 


7-131 
Tornow, Walter W. 
The Codification Project and its importance to professionalisme Personnel 
administrator, 29:84-86+, June 1984. 
Descriptors: Personnel officers--Certification. 


PERSONNEL RECORDS 





7-132 

Recordkeeping. FEP (fair employment practices) guidelines, p. 1-4, May 1984. 
Descriptors: *Personnel records / *Records administration / *Personnel 
administration / Documentation / Executives--Responsibilities. 


PERSONNEL UTILIZATION 
7-133 
McKendrick, Joseph. 
Temp snapshot '84. Management world, 13:12-13, June 1984. 
Descriptors: *Temporary employees--Utilization / *Temporary employees-- 
Statistics. 





POLITICAL ACTIVITY 
7-134 Ic36.3 .Sp3s 
Special BNA survey: political activity in the workplace -- 1984. Washington, 
Bureau of National Affairs, 1984. 4 p. 
Published as Bulletin to Management, no. 1779--part 2, May 10, 1984. 


Descriptors: *Political activity / *Political activity--Comparative studies / 
Surveys. 








PRODUCTIVITY 
7-135 Id214 .Am6m 
Ammons, David N. 
Municipal productivity: a comparison of fourteen high-quality-service cities. 
New York, Praeger, 1984. 294 p. 
Descriptors: *Productivity improvement--Comparative studies / *Municipal 
services--Administration. 





7-136 
Bodek, Norman. 
The Unifying Theory of Productivity (UTOP): managing human resources. 
Productivity, 5:1-9, May 1984. 
Descriptors: *Productivity improvement--Methods / *Suggestion systems-- 
Administration / *Executives--Responsibilities / Motivation / Hierarchy of 
needs / Suggestion systems--Forms. 





PRODUCTIVITY (Cont'd) 
T-13T 
Main, Jeremy. 
The curmudgeon who talks tough on quality. Fortune, 109:118-122, June 25, 1984. 
Profile of W. Edwards Deming. 


Descriptors: *Productivity improvement / *Quality control / Performance 
evaluation. 





PROFESSIONAL EMPLOYEES 
7-138 
Malone, Gerry and Donald S. Akins. 
The 10 commandments for training new lawyers. ABA journal (American Bar Asso- 
ciation), 70:58-62, June 1984. 
Descriptors: *Attorneys--Training / *Professional employees--Training. 





T-139 
Naisbitt, John. 
Megatrends for lawyers and clients. ABA journal (American Bar Association), 
70:45-47, June 1984. 
Descriptors: ‘*Attorneys--Career opportunities / "Change, Organizational / 
Social change / Technological change. 


7-140 KF2900 .R23L 
Reaves, Randolph P. 
The law of professional licensing and certification. Charlotte, N.C., Publica- 
tions for Professionals, 1984. 379 p. 
Descriptors: “Professional employees--Certification / *Licenses--Cases / 
*Certification--Cases / Professional employees--Licenses. 


PUBLIC ADMINISTRATION 
T=-141 
Miller, William H. 
Peter Grace: moonlighting cost-cutter. Industry week, 221:51-52, June 11, 1984. 
Descriptors: *Cost control / “Cost reduction / *President's Private Sector 


Survey on Cost Control in the Federal Government / Executives / Federal 
government. 





7-142 Ial7.1 .Un3e 
United Nations. Department of Technical Co-operation for Development. 
Enhancing capabilities for administrative reform in developing countries. New 
York, 1983. 34 p. (ST/ESA/SER.E/31) 
Descriptors: “Development administration / *Public administration--Planning. 


7-143 Ic32 .Un58f 
U.S. General Accounting Office. 
Federal Executive Boards contribute to improved field management but future is 
uncertain. Washington, 1984. 30 p. (B-178319) (GAO/GGD-84-31) 
Descriptors: “Federal Executive Boards--Administration--Evaluation / *Field 
offices--Administration / Federal government. 


REDUCTION IN FORCE 
7-144 1e658 .Ad6a 
Administering staff cutbacks: planning and implementing a reduction in force. 
Chicago, American Library Association, 1983. 1v. (Topics in personnel 5) 
Descriptors: “Reduction in force--Administration / *Reduction in force-- 


Addresses, essays, lectures / *Library administration--Addresses, essays, 
lectures. 








REDUCTION IN FORCE (Cont'd) 
7-145 
Shahzad, Nadeem. 
Outplacement services at Interfaith Medical Center. Personnel administrator, 
29:59-60+, June 1984. 
Descriptors: “Reduction in force--Administration / *Employee outplacement-- 
Administration / *Employee outplacement--Case studies / Hospital workers. 





REMOVAL 
7-146 
Colosi, Marco L. 
Who's pulling the strings on employment at will? Personnel journal, 63:56-58+, 
May 1984. 
Descriptors: *Removal--Cases / *Job security--Cases / *Employee rights-- 
Cases. 


T-147 
English, Carey W. 
Why it's harder to fire workers these days. U.S. news & world report, 96:96-97, 
June 4, 1984. 
Descriptors: *Removal--Law and legislation / *Removal--Cases. 


7-148 

Seaver, Douglas F. 
Terminating older workers: the million dollar gamble. Personnel administrator, 
29:16+, June 1984. 


Descriptors: *Removal / *Older worker / *Age discrimination / Employers' 
liability / Severance pay / Insurance, Life. 


7-149 s/c 
Silbergeld, Arthur F. 


Wrongful discharge and the "at-will" employee. National law journal, 6:14+, 
May 21, 1984. 


Descriptors: *Removal--Cases / *Removal--Law and legislation. 


RETIREMENT 
7-150 
Bell, Donald and Diane Hill. 
How social security payments affect private pensions. Monthly labor review, 
107:15-20, May 1984. 
Descriptors: “Social security / *Retirement benefits / *Retirement income. 


T-151 
Brennan, Lawrence T. 
Updating the traditional corporate retirement program, part 2. Compensation 
review, 16:13-23, Second quarter 1984. 
Part 1 appeared in Compensation Review, 16:11-25, First quarter 1984. 
Descriptors: *Retirement--Administration. 





7-152 
Cropsey, Betsy H. 
The pension accounting controversy. Compensation review, 16:24-38, Second 
quarter 1984. 
Descriptors: *Pension financing--Accounting. 





RETIREMENT (Cont'd) 
7-153 Ie708 .F4Or 
Financial aspects of the United States pension system, edited by Zvi Bodie and John 
B. Shoven.e Chicago, University of Chicago Press, 1983. 452 p. (National Bureau 
of Economic Research project report) 
Descriptors: *Pension financing--Addresses, essays, lectures. 


7-154 
Forman, Bernard I. 
Reconsidering retirement: understanding emerging trends. Futurist, (World 
Future Society), 18:43-47, May 1984. 
Descriptors: *Retirement, Early / *Life cycle planning. 


7-155 
Kouri, Mary K. 
From retirement to re-engagement: young elders forge new futures. Futurist, 
(World Future Society), 18:35-41, June 1984. 
Descriptors: *Retirees / *Life cycle planning / *Older worker--Employment. 


7-156 
Shoemaker, Randall. 
Spare change today represents big loss ahead. Federal times, 20:11, June 4, 
1984. 
Descriptors: *Pensions--Administration / Social security / Federal 
government. 


T-15T s/c 
Smart, William. 
Self-help: anticipating retirement. Washington post, p. B5, May 23, 198k. 
Descriptors: *Retirement planning / *Older worker--Counseling / *Retirement-- 
Bibliography. 


7-158 Ie71l .Un39m 


U.S. Congressional Budget Office. 
Modifying military retirement: alternative approaches. Washington, 1984. 83 p. 
(A CBO study) 


Descriptors: *Military personnel--Retirement--Administration. 


7-159 HD7124 .W89w 
The world crisis in social security, edited by Jean-Jacques Rosa. San Francisco, 
Institute for Contemporary Studies, 1982. 2445p. 
A joint project of the Fondation Nationale d'Economie Politique, Paris, and 
the Institute for Contemporary Studies. 
Descriptors: “Social security--Comparative studies / "Social security-- 
Addresses, essays, lectures / France / Great Britain / Italy / Japan / 
Sweden / Switzerland / Germany (West). 


SCIENTISTS AND ENGINEERS 

7-160 

Alsop, Ronald. 
Many young scientists are choosing industry over college careers. Wall Street 
journal, p. 1+, May 31, 1984. 


Descriptors: *Scientists--Career opportunities / *Scientists--Recruitment-- 
Case studies / Industry / Research, Scientific. 








SCIENTISTS AND ENGINEERS (Cont'd) 
T=-161 
Rowe, Jonathan. 
Nobel fever: why the engineers left the shop floor. Washington monthly, 
16:12-21, June 1984. 
Descriptors: *Engineers--Education--Evaluation / *Engineers-- 


Characteristics / *Engineers--Utilization / Engineers--Education--Comparative 
studies. 





SUPERVISION 
7-162 
Michlitsch, Joseph F. and Debra L. Gipson. 
Managing the span of control. Supervisory management, 29:13-18, June 1984. 
Descriptors: “Span of control / “Supervision / *Executives--Responsibilities. 


SUPERVISORS 
7-163 
Clark, William D. and Henry F. Houser. 


The supervisor's role under Theory Z. Supervisory management, 29:24-29, 
May 1984. 


Descriptors: *Supervisors--Responsibilities / "Motivation theory. 


7-164 
Farren, Caela and Beverly Kaye. 


The principles of program design: a successful career development model. 
Personnel administrator, 29:109-115+, June 1984. 


Descriptors: *“Supervisors--Training--Case studies / *Supervisors--Training-- 
Administration / *Employee development--Administration / Employee development 
--Case studies. 


7-165 
Fitzgerald, Paul E., Jr. 
Temper control on the job: do's and don'ts. Supervision, 46:14-16+, June 1984. 


Descriptors: *“Supervisors--Responsibilities / *Human relations / *Conflict 
resolution. 


7-166 
Giunta, Joseph. 


For good job training, you need a good beginning. Supervisory management, 
29:19-21, June 1984. 


Descriptors: *Supervisors--Abilities / “Training / *Supervision. 


7-167 
Larson, James R., Jr., John H. Lingle and Mark M. Scerbo. 
The impact of performance cues on leader-behavior ratings: the role of selective 
information availability and probabilistic response bias. Organizational 
behavior and human performance, 33:323-349, June 1984. 
Descriptors: *Supervisors--Evaluation--Research / Supervisors-- 
Characteristics--Research / College students--Attitudes. 


7-168 
Lippert, Fred G. 
Six (?) steps to good training. Supervision, 46:17-18, June 1984. 
Descriptors: “Supervisors--Responsibilities / *Training. 


7-169 
Morgan, Phillip I. and H. Kent Baker. 
The complaint interview. Supervisory management, 29:25-30, June 1984. 


Descriptors: *Supervisors--Responsibilities / *Problem solving / 
Grievances / Communication. 





SUPERVISORS (Cont'd) 
7-170 
Raudsepp, Eugene. 
Are you hampered by fear of success? Supervision, 46:9-10+, June 1984. 
Descriptors: *Supervisors--Characteristics / *Self-evaluation / “Success in 
employment. 


TRAINING 
T-171 
Wantuck, Mary-Margaret. 
Can your employes read this? Nation's business, 72:34-37, June 1984. 
Descriptors: *Training--Case studies / *Literacy. 


7-172 
Wehrenberg, Stephen B. 
Accommodating the stages of career development. Personnel journal, 63:19-20, 
May 1984. 
Descriptors: *Employee development / *Life cycle planning / *Career patterns. 


TRAINING ADMINISTRATION 
7-173 
Geddie, Catherine and Ben Strickland. 
From plateaus to progress: a model for career development. Training, 21:56-58+, 
June 1984. 
Descriptors: “Employee development / “Career counseling / *Life cycle 
planning. 





T-174 
Rein, Bob and Bob Rovinsky. 

Feds lead in computer training. Federal times, 20:12, June 18, 1984. 
Descriptors: *Electronic data processing--Study and teaching / *U.S. Office 
of Personnel Management / *Training courses of study / Microcomputers--Study 
and teaching / Federal government. 


7-175 
Rogoff, Rosalind L. 
The training wheel: a simple model for instructional design. Training, 
21:63-64, April 1984. 
Descriptors: “Training administration / *Training methods. 


7-176 
Tracey, William R. 
The new HRD manager: how to hit the ground running. Training, 21:44-46+, 
April 1984. 
Descriptors: *Training directors--Training / *Executives--Training / 
*Employee development. 


1-177 Te418.6 .Un35p 
U.S. Office of Personnel Management. Southeast Region. 
Professional development for secretaries. Prepared by Workforce Effectiveness 
and Development Division. 1983. 1 v. 
Descriptors: *Training--Handbooks, manuals, etc. / *Secretaries--Training 
*Training courses of study / Federal government. 


7-178 
Wigglesworth, Gayle C. 
The training whirl (and how to keep it from sucking you under). Training, 
21:70-79, May 1984. 
Descriptors: “Training officers / *Training administration--Evaluation. 





TRAINING ADMINISTRATION (Cont'd) 
T-1T9 
Winters, Larry and Jo Dimino. 
Power brokering in training. Training, 21:49-50+, May 1984. 
Descriptors: *Budget in business--Administration / *Executives--Training / 
*Training consultants. 





TRAINING EVALUATION 
7-180 
Lee, Chris and Ron Zemke. 
Thou shalt train. Training, 21:32-35+, April 1984. 
Descriptors: *Training evaluation / *Labor-management relations / *Training-- 
Case studies. 





TRAINING METHODS 
7-181 
Laird, Dugan and Ruth S. House. 
How to turn bystanders into role players. Training, 21:41-43, April 1984. 
Descriptors: *Training methods / *Role playing. 





7-182 
Schuster, John P. 
Whole-brain training: ticket to the information age? Training, 21:52-53+, 
April 1984. 
Descriptors: “Training methods / *Employee development / *Thought and 
thinking. 


7-183 
Zemke, Ron. 
Evaluating computer-assisted instruction: the good, the bad and the why. 
Training, 21:22-24+, May 1984. 
Descriptors: *Training methods--Evaluation / *Computer-assisted instruction-- 
Evaluation. 


7-184 
Zemke, Ron. 
Teacher on a tape: ‘audiotutorials' for computer literacy. Training, 21:73-79, 
April 1984. 
Descriptors: *Training methods / *Audio-visual aids / *Commnication. 


TRANSPORTATION, EMPLOYEE 
7-185 S/c 
Struck, Myron. 

Employe travel outlays are rising again. Washington post, pe A21, June 15, 198k. 
Descriptors: *Travel--Costs / *Travel allowances--Administration / *Expense 
accounts--Administration / U.S. General Services Administration / Federal 
government. 





WOMEN-—EMPLO YMENT 
7-186 
Betz, Ellen L. 
A study of career patterns of women college graduates. Journal of vocational 
behavior, 24:249-263, June 1984. 
Descriptors: *Women--Employment--Research / *Women--Career planning-- 
Research / *Women--Career opportunities--Research / Women college graduates. 








WOMEN--EMPLOYMENT (Cont'd) 
7-187 
Grensing, Lin. 
The two-paycheck marriage--coping with life in the fast lane. Supervision, 
46:3-5, June 1984. 
Descriptors: “Married women--Employment / “Family (Sociological unit) / 
*Married women--Personnel policies. 





WORK LIFE 
7-188 Te543 .H88hu 
Humanizing the work place: quality of work life in libraries. Chicago, American 
Library Association, 1983. lv. (Topics in personnel 4) 
Descriptors: *Quality of working life--Addresses, essays, lectures / *Library 
administration--Addresses, essays, lectures. 


7-189 
Keller, Bill. 
At the center of new fight: home work. New York times, p. 1+, May 20, 1984. 
Descriptors: *Work at home / “Hours of work / *Labor-management relations. 


7-190 
Levine, Mark F., James C. Taylor and Louis E. Davis. 
Defining quality of working life. Human relations, 37:81-104, January 1984. 
Descriptors: *Quality of working life--Research / *Organizational behavior-- 
Research. 


T-191 
Lewis, Mike. 
If you worked here, you'd be home now. Nation's business, 72:50-52, April 1984. 
Descriptors: “Work at home / *Hours of work / *Productivity. 


7-192 s/c 
Schrage, Michael. 

Technology could let bosses read minds. Washington post, p. Gl+, June 3, 1984. 
Descriptors: *Cognition--Evaluation / *Thought and thinking--Evaluation / 
*Fatigue, Mental--Evaluation / Productivity measurement--Methods / Invasion 
of privacy / Futures (of society). 


T-193 
Wolfgram, Tammara H. 
Working at home: the growth of cottage industry. Futurist (World Future 
Society), 18:31-34, June 1984. 
Descriptors: “Work at home / *Hours of work. 


WORKFORCE PLANNING 
7-194 
Leigh, David R. 
Business planning is people planning. Personnel journal, 63:44-45+, May 1984. 


Descriptors: *Workforce planning / *Employee development / *Corporate 
planning / Organizational analysis. 





YOUTH 
7-195 Iel55 .T59t 
Tomorrow's workers, edited by Michael E. Borus. Lexington, Mass., Lexington Books, 
1983. 193 p. 
Descriptors: *Youth--Employment--Research / *Vocational education--Research. 


% U.S. Government Printing Office : 1984 - 446~188/18733 























